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Contract Negotiation Techniques
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Prepare Negotiation Environm
ent

•
Space, lighting, furnishings

•
Table and seating arrangem

ents 

•
Visual aids

•
Rebrief team

 m
em

bers

T
ext  4.1, p. 51-52
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Negotiate

Task 1.
O

pening
–G

reeting
–Introductions
–Casual conversation

Task 2.
Factfinding

–Clear up m
isunderstandings

–W
ork to be accom

plished

T
ask 4.2, p. 53-54
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NegotiateTask 3.
Discussing issues

• Contract requirem
ents

• Contract price

– Low
 offers

– High offers

T
ask 4.2, p. 54-55
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Task 4.  Reaching Agreem
ents

•
Sequencing areas of disagreem

ent

•
Agreem

ent through m
utual problem

-
solving

•
Agreem

ent through tradeoffs

Negotiate

T
ext  4.2, p. 56-57
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Task 5.
M

anaging the team
• Present unified position

• Interrupt� w
hen necessary

Task 6.
Taking breaks and caucuses

• Evaluate position

• Restore control

• Divert attention

Negotiate

T
ext 4.2, p.57-58
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Negotiate

Task 7.
Closing the deal

•
Do not prolong discussion

•
Assure w

avering parties

•
Ask “w

hen w
ould you start w

ork?”

•
Sum

m
arize areas of agreem

ent

•
Extend handshake

T
ext 4.2, p.58



4-8
8/25/95

•
Price negotiation m

em
o (PNM

):
–

Historical record
–

Supports negotiated price
–

Basis for pricing m
odifications

•
PNM

 dem
onstrates:

–
Fair & reasonable price

–
Significant facts considered

–
How

 facts influenced judgm
ent

–
Data not considered or relied on

–
How

 new
 data changed price

Prepare PNM

T
ext 4.3, p. 59-61


